
Exiting a Household from a Transitional Housing Program

Go to Add / Find 
Look for

Head of Household

Make sure to BACKDATEGo to Service Transactions
• Select “View Past Needs and Services”
• Select the pencil next to your Transitional

Shelter Program.

Closing Out Need
• Make sure there check marks next to all household 

Members who are also exiting the program. 
• Set Overall Need Status to CLOSED and 

set Overall Outcome of the need as “FULLY MET.”

Closing Out Service Provided for Need Identified

•Set End Date to day Household exited the TLP program. 

Go to Entry / Exit –
•Click on the pencil under exit 
corresponding to your program entry.

start

Create Exit
•Set Date to day Household exited the transitional program.
•Complete the exit assessment 

stop

Ensure check marks 
are next to the names 
of all the household 
members 
who are exiting the 
program

You only need to do one exit assessment 
for the household you are exiting – the 
exit assessment should be for the head 
of household where the income 
assessment has been filled out.


